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Introduction 

The School Health Services Online Reporting System was developed by the 

Department of Health and Senior Services (DHSS), along with a combined effort from 

School Health Services, the Bureau of Immunization Assessment and Assurance, and 

the Office of Administration in order to provide a more efficient system for all schools to 

report information requested by DHSS and other state agencies.  This information is 

used to identify trends, facilitate the planning of state resources for this population, and 

to ensure up-to-date communication with lead nurses in Missouri schools. 

 

Logging In 

Usernames and passwords are provided to the Superintendent/Administrator and the 

SHS Contract Program Manager.  For the purpose of the SHS Contract, there is one 

username and password per contract for reporting.  The Program Manager must work 

with the Superintendent/Administrator to determine who requires access to this system.  

In the event of changes in staff that have access to this password, the Program 

Manager or Administrator should email school health at shs@dhss.mo.gov and request 

a new password. 

The Online Reporting System can be accessed at: 

https://webapp01.dhss.mo.gov/SchoolHealth/login.aspx 

or by going to the school health home page at http://www.dhss.mo.gov/SchoolHealth/  

and clicking the Online Reporting System link.  It is suggested to bookmark these pages 

for quick access to the system. 

Log in username and password provided by DHSS.  If this has been lost, or is not 

working, email shs@dhss.mo.gov for technical assistance.  The username and 

password are case-sensitive, so be sure to capitalize. (Ex. 012345, DHSSUSER999) 

 

  

mailto:shs@dhss.mo.gov
https://webapp01.dhss.mo.gov/SchoolHealth/login.aspx
http://www.dhss.mo.gov/SchoolHealth/
mailto:shs@dhss.mo.gov
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Home Screen 

Once the user has successfully logged in to the system, the home screen will appear: 

 

Accessing the Contract Documents 

To access contract documents and reports, click “Contracts”.  The next screen will give 

access to only the user‟s assigned contract.  From this screen, the user may “View” the 

current year‟s contract. 

 

The user will need to be sure to access the contract of the correct year when filling out 

reports or documents.  The new application documents are completed in the spring of 

the year for the next school year (i.e., Spring 2010 is for 2011‟s Contract). 

While moving through the system, please use the system‟s “Back” button, and not the 

one attached to the browser. 
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Contracts Page

 

 

Access to all work plans and reports available for this contract will be located on this 

page.  By using the check list at the top, the user will be able to view both submitted and 

approved reports.  Each time a report or application has been submitted you must 

notify School Health Services (SHS) at shs@dhss.mo.gov. 

 

mailto:shs@dhss.mo.gov
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Contract Application Documents 

Contract Information 

The contract information page 

contains contact information, 

including the mailing address of 

the district; the  

Administrator/Superintendent‟s 

and Program Manager‟s contact 

information; as well as the RN 

responsible for the work plans 

(should it be someone other than 

the Program Manager).  Please 

review and update this 

information, and notify the 

School Health Program when 

changes occur. 

If there is a change in the mailing 

address, contact SHS to make 

these changes, as this area 

cannot be updated by the user. 

  

 

 

 

The Instructions Icon and Printer Icon are available on every webpage. 

The Instructions icon will pull up a blank Word document of a report/work plan 

in the traditional format to be viewed or printed.  This can be useful for other 

members of the health staff to use in gathering data to report to the Program 

Manager. 

The Printer icon will bring up a PDF version of the report/work plan with the 

information that has been entered.  This is the version that can be saved to the 

user‟s computer hard drive, or used to print a hard copy for filing.  Both are 

recommended. 
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Work Plans 

 

As part of the application process, Work Plans for the next school year must be 

developed.  These are based on the actual numbers reached on the Third Quarter 

Reports of the current year, with goals for improvement for the next contract year.  Work 

Plans are to be submitted no later than April 15th. 

Most work plans and reports are set up with the following buttons: 

 

 

The only option available when first entering data is “Save.”  Once this option has been 

chosen, the other buttons become active and “Save” becomes “Update”, as seen below 

in the Access to Care Work Plan. 

Access to Care 

Enter the baseline percentage and number of children with an identified medical 

provider as of March 31st of the current year (obtained from current Third Quarter 

Report).  Next, enter the percentage and estimated numbers for the new goal for 

improvement to be reached by March 31st of the next contract year.  Once entered, click 

“Save”.  
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The “New Activity” button is now 

active in order to enter the 

“Activities” planned to complete the 

new goal.  In addition, list the 

person(s) responsible and 

completion target date.  Then click 

“Save”.  The completion target 

dates should be estimated dates 

throughout the school year, not 3/31/__.  This end date may only be used if the 

activity/step is ongoing throughout the school year.  This process is the same for all 

work plans. 

 Repeat for each additional activity.  When all planned activities have been entered, 

“Print” the document using the printer icon, and then select “Submit for Review”.  Once 

submitted, the document is locked.  After submitting, you must contact SHS staff at 

shs@dhss.mo.gov to unlock the document for editing or making any changes. 

Hearing and Vision 

Hearing and Vision Work Plans follow the same format as the Access to Care Work 

Plan.  Follow the steps above to complete these work plans. 

Oral Health 

The Oral Health Work Plan is set up much like the other work plans, with the exception 

of having a choice of two separate short term outcome options.  The new goal is to 

increase the number of students who are receiving a designated dental health 

curriculum OR receiving a fluoride application.  The user must also identify the targeted 

grade level(s).  Click 

“Save”, and add the 

“New Activities.” 

Once all information 

is entered, “Print” 

and “Submit for 

Review”. 

  

mailto:shs@dhss.mo.gov
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Individualized Healthcare Plan (IHP) 

The IHP Work Plan follows the same format as the other work plans, with an additional 

data entry section.  The IHP (and Asthma) Work Plan have a “Step One” section that 

must be completed in order to “Save” the work plan.  This step is requesting specific 

data that will assist the user in developing the work plan, and identifying students 

benefiting most from an Individualized Healthcare Plan (IHP) and Care Coordination.  

Once baseline percentage/numbers; the newly identified goal for improvement; and 

Step One information has been entered and “Saved,” “New Activities” can be entered.  

The user can then “Print” and “Submit for Review.” 

 

Asthma 

The Asthma work plan follows the same format as the IHP Work Plan.  Follow the steps 

above to complete this work plan. 
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Wellness Promotion and Disease Prevention 

The Wellness Promotion and Disease Prevention Work Plan follow a completely 

different entry format than the previous work plans.  Using the School Health Index, the 

School Health Advisory Council chooses three Modules, and identifies focused 

Discussion Questions to accompany each Module. 

Click on “Module/Discussion” and enter the first Module and Discussion question with 

written description, and the overall goals to accomplish over the next two years.  Once 

complete, always “Save” your data.  Repeat steps to enter second and third Modules. 

Once overall goals have been entered and “Saved”, each Module will need the steps 

that will be used to reach each Module goal. 

Click on “Steps” next to the first Module/Discussion.  The “New Step” button now 

appears and, when chosen, brings up the entry screen (mimics the “New Activity” 

screen shown at the top of page 8).  This screen is used to enter the activity/step, 

person(s) responsible, and target completion date.  Once these are entered, click 

“Save,” and the system automatically returns to the screen below.  Repeat “New Step” 

to enter all required information for the first Module.  Once the first Module has been 

entered, use the “Back” 

button to enter 

information for the 

second and third 

Modules.  Once work 

plan data for three 

Modules has been 

entered, “Print” and 

“Submit for Review”.  
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Other Contract Information 

Personnel Cost Information 

Use the Personnel Cost Information sheet to enter the SHS and local funding for each 

person in the School Health Services Program.  Click on the “New Personnel Cost” 

button. 

Next to “Personnel” use the drop down box to choose a health staff member.  If a staff 

member is not listed, contact shs@dhss.mo.gov and provide the name, title (RN, LPN, 

HA, SW), degree, and email address of the person.  Complete the hours worked by the 

individual per week, “SHS Amount Requested” and “Local Funding Provided”.  If no 

SHS funding is requested for a position, enter “0” and then enter amount of local 

funding provided.  Click “Save” and repeat for each health staff position. 

List of Participating Schools 

Click on “New Participating 

School” to enter each school 

that is part of the user‟s 

contract.  Include sub-

contracting schools.  Enter the 

District Name, the total 

population of students, and the 

grade levels included.  “Save” 

after each entry, and submit 

when finished. 

  

mailto:shs@dhss.mo.gov
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School Health Advisory Council (SHAC) Membership List 

The School Health Advisory Council (SHAC) is required to meet at least four times a 

year, and plays an important role in planning and monitoring the School Health Services 

Program. 

 

Click on the “New Member” 

button. 

Enter the name of an 

Advisory Council Member, 

and choose the role they 

represent.  Click “Save.” 

Repeat for each member 

and “Submit” when 

completed. 

This form may be printed 

and used for meeting 

attendance if desired, which 

must be included with each 

meeting‟s minutes. 

Meeting minutes must be 

submitted by mail, email, 

or fax within 30 days of 

each SHAC Meeting.  The 

Online Reporting System 

does not support electronic submission. 
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Program Progression 

The Program Progression is used to track growth in the contract from prior-to-entering 

the School Health Services contract through the next contract year.  A required contract 

deliverable is for the nurse-to-student ratio to be maintained or increased.  Staff entered 

on the Personnel Cost sheet is represented on the Program Progression. 

 

Click “New Program Progression.”  

 

Enter the number of 

staff for each position 

(RN, LPN, HA, etc.) 

and total combined 

local funding for those 

positions.  Hours are 

to be figured as 

combined weekly total 

of each position level. 

Example:  

1 RN @ 40 hrs/wk 

plus 2 RNs @ 20 

hrs/wk equals a total 

of 80 RN Hrs/wk. 

After entering totals for 

all positions, “Save.”  

The system will then 

return to the first 

screen to allow the 

user to “Print” and 

“Submit for Review.” 
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Documents Not Submitted Online 

RN Supervisory Agreement 

In contracts where the Registered Nurse/Physician is serving as a supervisor for a 

Licensed Practical Nurse (LPN) not employed by the same agency, there must be a 

written, signed, and dated agreement identifying the Registered Nurse/Physician who 

will supervise each LPN.  This supervision agreement must be renewed annually.  If 

there is a change in personnel, a new supervision agreement must be provided to the 

School Health Program.  A sample template of this document is available on School 

Health‟s Website at http://www.dhss.mo.gov/SchoolHealth/Forms.html, and a signed 

copy can be mailed to DHSS-SHS, PO Box 570, Jefferson City, MO  65102-0570, or 

faxed to School Health Services at 573-526-5347. 

Subcontractor Agreement 

A formal agreement between separate entities, of which one will be the lead agency or 

contractor (must be a local public school district or health department).  The lead 

agency is to provide services, and to ensure participation in (and reporting of) required 

activities of the School Health Services program.  Each subcontractor must have a 

separate agreement with the lead agency.  A sample template of this document is 

available on School Health‟s Website at 

http://www.dhss.mo.gov/SchoolHealth/Forms.html and a signed copy can be mailed to 

DHSS-SHS, PO Box 570, Jefferson City, MO  65102-0570, or faxed to School Health 

Services at 573-526-5347. 

Multiple Wellness Work Plans/Reports 

The Online Reporting System cannot support multiple Wellness Work Plans or Reports 

for a single contract.  If the user has more than one Wellness Work Plan or Report, 

these must be submitted by email, fax or mail.  By using the “Instructions” button on the 

Wellness Work Plan or Report page, a Word version of the document can be 

downloaded in which the multiple work plans/reports can be completed for submission. 

Multiple School Health Advisory Council Memberships Lists 

The Online Reporting System cannot support multiple School Health Advisory Council 

(SHAC) Membership Lists for a single contract.  If the user has more than one SHAC 

Membership List, these must be submitted by email, fax or mail.  By using the 

“Instructions” button, a Word version of the document can be downloaded in which the 

multiple SHAC lists can be completed for submission. 

  

http://www.dhss.mo.gov/SchoolHealth/Forms.html
http://www.dhss.mo.gov/SchoolHealth/Forms.html
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First Quarter Report 

The October 15 First Quarter Report is the opportunity for contractors to review the 

work plans and goals submitted, and request revisions if needed.  The user will also 

enter the School Health Advisory Council meeting dates for the current contract year.  

The Pre-Intervention Data (baseline) for IHP and Asthma Care Coordination must 

also be entered by October 15th (see page 19). 

Choose the first option if no changes needed, or the second option for revisions 

requested.  To make revisions, the user must contact SHS at shs@dhss.mo.gov to 

unlock previously approved work plan(s). 

Click “Save” and “New Meeting” becomes active. 

Once clicked, use the Calendar 

icon to choose the date of the 

First SHAC Meeting.  Click 

“Save.” 

The system will automatically return to the previous screen.  Repeat to enter all meeting 

dates.  At least four dates must be entered before submitting. 

  

mailto:shs@dhss.mo.gov
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Second Quarter Report 

The Second Quarter Report sections (e.g., asthma, 

hearing, IHP) are submitted as one report, due January 

15th.  This is a mid-year progress report for the work plan 

short term outcomes.  Baseline and goal percents/numbers 

are pre-populated from the current approved work plan.  

For each section, enter Yes/No if short term outcome goals 

have been met or exceeded.  If not met, will they be met by 

March 31st?  If at this time the goals are not expected to be 

met by March 31st, enter barriers encountered and any 

activity adjustments that will be made in order to meet 

goals.  “Update” and use the “Back” button to return to the 

contract page.  Repeat for each section of the Second Quarter Report. 

Once each section has been “Updated”, click on the “Second Quarter Report” link to 

enter the person submitting the report and “Update.”  Click “Generate Report” to view 

the combined Second Quarter Report and print.  Then “Submit for Review.” 

  



School Health Services:  Online Reporting System for SHS Contractors 
November 2009 

Page 17 

Third Quarter Reports 

All Third Quarter Reports are due on or before April 15th.  Email shs@dhss.mo.gov 

when all are submitted and ready for review. 

Third Quarter Reports provide the actual percents/numbers achieved by March 31st for 

each work plan short term outcome.  These percents/numbers will be used as the 

baselines for the next contract year‟s application. 

Asthma, IHP, Vision, Hearing, Access to Care and Oral Health 

Asthma, IHP, Vision, Hearing, Access to Care and Oral Health Third Quarter Reports 

are entered using the same format.  Short term outcome baseline and goal 

percents/numbers are pre-populated from the current work plan. 

If goals were not met, enter “Barriers” (Justification) and “Plan Adjustment” (Corrective 

Action Plan).  Click “Save”.   

 

Once active, click “Actual” and enter 

the numbers achieved for the short 

term outcome for a participating 

school by using the drop down box 

next to “School District.”  “Calculate 

Percent” will automatically fill the 

Percent competed box.  “Save.”  

Repeat this process for each school/district participating in the contract.  „Submit for 

Review‟ once all data has been entered. 

mailto:shs@dhss.mo.gov
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Wellness Promotion and Disease Prevention  

Click “Modules/Discussion” to enter the 

“Actions” (Module/Discussion number 

and description) from your current 

Wellness Work Plan, and 

accomplishments that have been 

made.  “Save” and repeat for the 

second and third Module/Discussion 

areas. 

 

If goals/planned actions were not met, complete the “Report Justification Section” and 

“Part II” (see below).  “Save”, “Print”, and “Submit for Review.” 

 

If more than one Wellness Promotion Report is needed, please submit by mail, email, or 

fax. 
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Asthma and IHP Care Coordination 

These reports are a summary of pre- and post-intervention data for students involved in 

Care Coordination.  Pre-Intervention data is entered at the beginning of the current 

year, no later than October 15 and post-intervention data reflects progress made by 

March 31st.  Outcomes chosen should be specific for each student.  Data 

description should be specific and measurable in terms of time 

frame and number. 

To begin each plan, click “New Student.” 

For each student participating in care coordination, enter the 

“School Building Name,” “Student Identifier,” and “Student Number.” 

The “Student Identifier” is a unique 

code created by the Program 

Manager to distinguish the students 

in Care Coordination (e.g., F0115).  

The “Student Number” identifies how 

many students are involved in Care 

Coordination from each building (e.g., 

1 of 4). 

Enter Pre-Intervention data (concern 

being addressed) for one or more 

outcome(s) selected.  “Save” and 

repeat for each student. 

Click “Edit” next to the students 

identifying information to enter Post-

Intervention data, or the 

accomplishments/progress that has 

been made by March 31st.  

Check the improvement box if the 

student intervention(s) have 

demonstrated measurable 

improvement. 

User can “Print” each student‟s 

completed report before they “Submit 

for Review.” 
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End of Year Report 

The End of Year Report is a summary of data collected throughout the school year.  It 

may be helpful to track this data monthly by using the “Instructions” button to print blank 

reports.  These may then be totaled when the report is due.  Each participating 

school/district‟s data will be entered separately through the use of the drop down box.  

Once each individual End of Year Report has been completed and “Saved”, “Print” and 

“Submit for Review.” 
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Social Worker Report 

This report is a summary of the activities of all Social Workers employed by the School 

Health Services contractor, whether or not the position directly receives SHS funding.  It 

may be helpful to track this data monthly by using the “Instructions” button to print blank 

reports.  These may then be totaled when the report is due.  “Save” and “Submit for 

Review” once completed. 
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Message Center 

The Message Center is currently under construction.   Please 

contact the School Health team through their regular email 

addresses, or through shs@dhss.mo.gov. 

Thank you. 

Frequently Asked Questions 

Trouble Logging In - Usernames and passwords are case sensitive.  Be sure that they 

are capitalized and that zeros are being used instead of “Os”.  If the 

username/password continues to not work, or is lost, email shs@dhss.mo.gov for 

assistance. 

Errors – The most common errors reported have been due to the following factors: 

 System Timed Out – The system will automatically log the user out after 15 

minutes of non-activity. Activity includes Saving, Submitting, or any use of 

buttons to navigate the system.  Activity does not include typing within the 

system.  Please be sure to save/update whatever is being worked on when 

leaving the computer, or working on other things.  Save often. 

 Use of symbols in number fields – Any fields that are asking for numbers will 

probably give an error if symbols are used.  If salary is asked for, there is no 

need for $ or commas.  Decimals will be accepted.  Also, for hours worked, do 

not include a range (i.e., 30-35 or 35+). 

 Phone Number – The phone number in the Staffing Survey is not set up for 

dashes at this time, so just enter the digits (i.e., 5735260210). 

Staff is not listed in the drop down box – The staff loaded in the system are from an 

older database, and are therefore not up-to-date with changes in the last 2 years.  If 

staff are missing, or have changes in name or title (LPN to RN), email us at 

shs@dhss.mo.gov and provide the Name, Title, Degree, Email and Phone Number 

for said staff, and they will be added in a timely fashion. 

Reports do not have a submit button – If the report being worked on does not have a 

submit button, most likely the user is no longer within the Online Reporting System.  

Do not use the blue bar on the left of the screen to navigate through the online 

reporting system.  This will take you out of the system and into School Health‟s 

website.  Also, do not use the back button in the web browser; use the one within the 

system to ensure that information is saved correctly. 

For all other technical issues or questions, email us at shs@dhss.mo.gov, or call 

573-751-6213.  

mailto:shs@dhss.mo.gov
mailto:shs@dhss.mo.gov
mailto:shs@dhss.mo.gov
mailto:shs@dhss.mo.gov
http://rds.yahoo.com/_ylt=A9G_bHL_r_1K4UIAeY.jzbkF/SIG=12u62ieaa/EXP=1258226047/**http:/76.163.255.213:8080/masonry/gallery/other/under_construction2.jpg
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State-Wide Online Reports 

School Health Services Update (Staffing Survey) 

The School Health Services Update (aka Staffing Survey) is a yearly tool used by the 

Department of Health and Senior Services to track state-wide school health staffing 

information, as well as contact information for personnel.  This tool is frequently used as 

a method of gaining and providing pertinent information on topics of current importance.  

Your completion of this survey is valuable, and the School Health Services Program 

appreciates your input. 

The Staffing Survey is currently under construction.   When this survey is back on line, 

contractors will be notified. 

Thank you. 

  

http://rds.yahoo.com/_ylt=A9G_bHL_r_1K4UIAeY.jzbkF/SIG=12u62ieaa/EXP=1258226047/**http:/76.163.255.213:8080/masonry/gallery/other/under_construction2.jpg
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Special Healthcare Needs Survey 

The Special Healthcare Needs survey is a biennial state-wide survey used by the 

Department of Health and Senior Services to track information regarding common 

conditions affecting Missouri‟s school-aged children.  This tool is used to identify trends 

and assist with allocation of resources. 

Access this survey by clicking “Special Healthcare Needs 

Survey” on the Home Screen after logging in to the Online 

Reporting System.  Begin the survey by clicking “New 

Special Needs.” 

Choose the user‟s 

school/district using the 

drop down box and 

verify the county.  

Enter the name of the 

RN Coordinator. 

Complete each box by 

entering the number of 

students in the 

school/district reporting 

a special healthcare 

condition. 

When finished, click 

“Save.” 
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Vision Screening and Exam Referrals/Completions 

These state-wide reports are to be completed by all public schools to provide 

information relating to the Missouri Vision Statutes.  Access these reports by clicking 

“Vision Menu” on the Home Screen after logging in to the Online Reporting System.  

Choose the report to be completed and the school/district providing the information.  

Enter the person completing the form, as well as a phone number or email address with 

which to contact them. 

Vision Exam Annual Report 

Use this report to enter aggregate totals 

from the comprehensive vision exams 

for children entering kindergarten or first 

grade for the first time.  When saved, the 

report will automatically total the 

amounts in the gray boxes. 

Vision Screening Annual Report 

Use this report to enter aggregate totals 

from the vision screenings of children in first 

and third grades.  When saved, the report 

will automatically total the amounts in the 

gray boxes. 

Once a report is completed, click “Submit 

Form.” 
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Immunization and Noncompliance Reporting 

The following forms are available online, and instructions for completion will be provided 

by the DHSS Bureau of Immunization Assessment and Assurance.  For more 

information, contact Lynelle Paro at SchoolImmunizationReporting@dhss.mo.gov. 

Summary Report of Immunization Status of Missouri Public, Private, and 

Parochial School Children (CD-31) 

  

 

 

Lead nursead 

School Name 
Address 

mailto:SchoolImmunizationReporting@dhss.mo.gov


School Health Services:  Online Reporting System for SHS Contractors 
November 2009 

Page 27 

Report of Students in Noncompliance with Missouri School Immunization Law 

Report (Imm.P.10) 

  

 


